
“HOW TO” TUTORIAL



Then, on the CHRTAS Main 
Menu, click on “Create/Update 

Student Profile”

First, log on to CHRTAS*

*Quick Link to CHRTAS

https://www.atrrs.army.mil/channels/chrtas/default.asp

https://www.atrrs.army.mil/channels/chrtas/default.asp


The CHRTAS Application 
System screen appears

IMPORTANTIMPORTANT: For “City,”
enter Area CPAC you are 

serviced by: “Area I,”
“Area II,” “Area III,” or 

“Area IV.”

Enter last name, first 
name and all other 

information requested  
(Scroll down as needed)  



NOTE:  For Pay Plan, KN 
employees select “F – NON-US 

MILITARY OR CIVILIAN”

And for Pay Grade, select “FC”



Use AKO addresses only 
(us.army.mil, NOT 
korea.army.mil)           

for yourself and your 
immediate supervisor.  
Double check accuracy!Double check accuracy!

Leave blank unless 2nd

level supervisory 
approval is required

Finally, when all information 
has been entered correctly, 

click on “Create/Update 
CHRTAS Record”



If not, click Cancel 
to go back and 

make corrections

Review e-mail 
addresses. If OK, 

click OK

A dialog box will 
appear



Click “here” to return 
to the Main Menu

This message indicates your 
profile has been successfully 

created or updated



Click here to logoff 
or                    

Choose another 
function


